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The "preehecding” of Standerd Forms ¥o, 1130 (Time and Attendance Report)
ag suggested in nmemo datod 20 Uctober 1942, would require the malntenance of
two setas of addressograph plates in the Fiscal Division, Theo Initial requirenent
for wuchared personnel would be oy approximately :lpismaa ond Lrames, STAT
costing about [128.84. In the nedghborhood of 200 changes cccur oach pay period
and the snnual cost for plates slono would be 3$11,28, Iin addition, it would be
negesgary o purchass s new cobinet at a cost of approximately 150,00, to file
the addressogresh fromes and platos since the one in use is sufficient to hold
only thoss frames and pletes presently used for pey roll purposes., The preparation,
printing and distribution of "pre-headed" Time and Atbendance ‘eports would
require the services of an employee for a mindmun of two daye each pay period,
The estimated salary cxponded for an employes, while su engeged, would be 500400,

It is the opinion of the uwndorsigned that it is mot resgonable nor
desirable to maintain individual leave records on Time and Abtendance Reports
for the following ressonsi

1. The Time and Attendunce Resort is not properly designed to

permit orediting of an individual's alok lesve accrusl, since %he report
is issusd on a bi-weokly basis end the soerusl of sick leawo is on a monthly
basis. To bresk the acerusl of sick leave down to & biewsgkly basis would result
in fractions sud would cause confusion due %o the difference in the mumbers of
days in months, whioch soctually have no effect on the monthly moorual of siek
lvave, bub msy mistakenly be sonaidered if acorusl were maintsined on a bie

woelkly basisg.
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2+ There is no provision on the Form 1130 for erediting sn em loyeo's
leave acocount during the pay period in which a new calender yesr begine, whiech
is an importent factor in controlling en emplcyaa'a leave eccount, Also, st
the end of tie calendar year a determinstion must be made as to the maximum
leave balance an eanployee is permitted to carry over into thoe next calendar
year, which requires a ready roference o the priér year balence whieh is not
avallable on the Time end Attendmnce Report, 4 determination must be made as to
whether an employec has aocrued only 208 hours of snnual leave for the calendar
year {the legel limit) since the asccrual on the bieweelkly metiod can result in
8 groater credit being given during the year,

&« There are numerous points,s Publiec Laws, Decisions of the
Comptroller General, Civil Service Commission and Agency Regulations oto.,
which Time and Attendmnce Clerks should be femilisr with in order %o properly
maintein an indl ddunl’s lceve record, The decentralized syetem of reporting
would necessitete notilying offices of+ leave tranmscripts from other sgencies
(whioh establish offieiol credits or debite from previous places of employment)},
improper orediting, cherging or maintenence of leove rocords. Preséntly the
Figoal Division mskes spproximately 100 telephone oalls each pay period, which
do not involve leave aocruals, Forseeably, the decentrslised systonm would
cpuse the number of oalls to double and would, undoubtedly, couse s corrosponding
inerease in memoranda,

4, The proposal would not necesserily eliminate maintenance of
unoffioial leave belence sheets by employees since numerous personnel would
certainly continue to do this for persomal setisfaction and as o chedk mpgainst

the offlolial records,
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Ge The periodic rororts supplied by the Fiseal Division satisfy
aumerous requests by offices and amployees for such services., If leave
balances wore maintained on Time nnd Attendence Reports by the office
to which the omployee is mssigned there would, in all probebility, still
be requests for periodio official reports prepared by the Fiscal Oivision,
6« To summarize, it has been ascertained that en encloyee may head &
Form 1130 in 1/2 minute, which cen ususlly be msccomplished cn a "pre-hoading”
basis at times when the workload in the office is not rushed, Uneehall
minute z{::::::]ampioyaas in the Agenoy results in approximately [ |hours
being spent monthly on this process. Un a decentrallgzed lsave system
Time and Attendauce Clerks would be required to spend twice es much time in

the process of Forms 1130 as they are now epending, vwhich would no doubt

‘result in meny delays in submission with an ultimate result in payuents being

delayed to the extert that earned salery would not be aWailable on esch
socond Friday‘ The suggestion caontained in memorandum detued 20 Ogtober
would cmuse work in the raproducticn branch, double the time spent hy
designated Time nnd Atteondanee Cleorks and inerense %o a great extent the
oost and amount of work in the Fiséal Pivision, Attention iz invited to
the faoct that Time and Attendance Reports can be prepared entirely or
pertially in ink, should it be & mors expeditious method than typing, und

this practice is preseutly follewed in some offices,

Approved For Release 2003/05/14 : CIA-RDP78-04914A000200070026-1

STAT



